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Webinar tips A Mute microphones if using

A Do not put us on hold

A Expand/contract view: use full screen icon |

A ESC key to exit full screen mode |

TIP: Write them down!

Ask questions at any time. @
o
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Learning objectives

At the end of this session, you will be able to:

View transaction information

Vv

< < < <

Navigate to the transaction list

Filter the list of transactions

Attachreceipt, reallocate, submit disputes
Set up statement notifications

Locate resources for transaction information

Run standard reports

Vv

< < <<

Describe an overview of reporting in
Access Online

Set up and run standard reports
Schedule reports

Locate reports in Data Exchange
Locate resources for reporting



Transaction data and receipt retention

Transaction data, including receipts, are available for viewing and

reporting as follows:

A Transaction data and receipts: For 12 past cycles plus the current

cycle through the Transaction Managemanta
A Transaction data: For 24 months by looking at statements

A Transaction data and receipts: For 72 months (6 years) after the |a

transaction or payment was madehrough Reporting

A For longer periods after 6 years, make a request to the bank



Navigate to the transaction list
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Ewent Driven Notification
s e
Transaction Management
Booouot loforootion
Reporting

My Personal Information

Navigate to

Home
Contact Us

Training

Transaction

The system logs you out after
15 minutes of inactivity.
Get comfortable using links,

your browser back button will

\kick you out.

J

Past 10 transactions
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Welcome to Access Online PAULINE WILLIAMS PRUITT
iour last login was 07/2472017

Message Center
Message(s) from Access Online

Click Transaction Management

Purchasing Quick Links

Manage Home Page Settings
Acct#/Name: 5132 PAULINE WILLIAMS PRUITT Account Alerts
Account ID: 002551324043 Manage Contact Information
Account Status: Open Manage Email Notifications
Current Balance: @  $0.00 Card balance Run Transaction Detail Report
Credit Limit: @ $2,500.00 View All Statements
Available Credit: @ $2,500.00 View Last Cycle Transactions

View Open Transactions

Last 10 Transactions Posted

Posting Date Merchant Amount . .
Helpful quick links

05/26 GRAYBAR ELECTRIC $385.00

05/22 UNIVERSAL RADIO INC $32.90

05116 DELL MARKETING L P. $224.57

05115 CTI TRUCK SERVICE INC. $255.36

05115 CTI TRUCK SERVICE INC. $7,463.15

05/15 CTI TRUCK SERVICE INC. $2,800.00

05/14 BEST BUY 00009746 $162.00

05/13 DELL MARKETING L P. $2,393.61

05/09 MOUSER ELECTRONICS DSB $8.58

05/08 HARRISON CRANE SERVICE $350.20

© Information




Navigate to your transaction list

Event Driven Notification
Order Management

Transaction

Management

* Transaction List
Account Information
Reporting
My Personal Information

Transaction Management

Transaction List Click Transaction List

Home
Contact Us

Training
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view, review, allocate/reallocate and add comments to transaction information.

View Previous Cycle
Presents the Transaction list for the previous cycle.

Links quickly take you to pre-filtered
View Pending Transactions

Presents the pending transactions list.

views of transactions

View Unmatched Transactions
Praesents the unmatched transactions list.




Transaction Management
Card Account Summary with Transaction List

View the card summary e ]

Card Account ID: D02551324043

| Create | Manage JaTeansiist) |

-1 Card Account Summary

and tl’ ®! Summary of the card account

Account Number: @ ..5132

Account Name PAULINE WILLIAMS PR Click the menu for the Billing Cycle Close Date
Billing Cycle Close Date : |Open v Print Account Activity

Total Transactions: $13,719.59 8 Final Approved Transactions: $0.00 )

Reallocated Transacfions $0.00 0 % Final Approved Transactions: 0.0% 0.0%

% Reallocated Transactions 0.0% 0.0%

® Open Account

Search or filter the transaction list [+l Search Criteria Retum o top

-1 Transaction List Return to top

Records 1-30f 8

Check Al Shown | Uncheck All Shown

Select Status Approval Status Match Trans Posting Merchant City/State Amount Detail ¢ Purchase IC
o q . w e 4 Date Date

Transaction Listi work 0 Pending 05/23 0526  GRAYBAR ELECTRIC CLAYTON, MO $388.00 55132
. . 0 @ Pending 05/21 0522  UNIVERSALRADIOING ~ REYNOLDSBURG, OH  $32.00 55132
with transactions here O Pending 05/14 0516  DELLMARKETINGLP.  800-727-1100, TX $224 57 55132
O Pending 0543 0515  CTITRUCK SERVICE INC. OKLAHOMA CITY, OK  $255.36 55132

0 Pending 0543 0515  CTITRUCK SERVICE INC. OKLAHOMA CITY, OK  $7,463.15 55132

0 Pending 0543 0515  CTITRUCK SERVICE INC. OKLAHOMA CITY, OK  $2,800.00 55132

0 Pending 05/02 0514  BEST BUY 00009746 RICHFIELD, MN $162.00 55132

O Pending 05/11 0513  DELLMARKETINGLP.  800-727-1100, TX $2,393.61 55132

@ Disputed > Matched 4 Exception &+ Reallocated @, @ Trans Detail Level [jUpload

Check All Shown | Uncheck All Shown

Records 1-8of 8
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Filter by billing cycle

Transaction Management
Card Account Summary with Transaction List

Card Account Number: **====5432 PALLINE WILLIA
Card Account ID: 002551324043

Usually, you will be approving either the open

| Create | Manage ] » Trans List | transaction or ones from the previous cycle. Up to

14 cycles display here.

[-1Card Account Summary

Account Number: ®..5132 Outstanding Orders: $0.00 0
Account Name: PAULINE LIAMS PRUITT Unmatched Transactions: $35,456.55 39

— Onen p - ..
urusiZun s

Total Transactions: $13,719.59

Reallocated Transactions: $0.00 .
%, Reallocated Transactions: 0.0% Select the recent past cycle and click Search

® Open Account
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Filter the list using search

Return to top

Transaction Amount: Purchase ID:

Approval Status:

(Al v] s | |

| Al

Pull Back Eligibility: Order Match Status:
| V] [Al V]

Disputed Transactions: Reallocated Transactions:

| v
Display Transactions per page

m Reset & Search with Defaults

Client Training | Confidertial

Advanced Search See more search fields.

Use the Approval Status drop-down

menu to filter the list by status. This

helps you quickly identify which

transactions you still need to approve.
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Transaction list

-1 Transaction List Return to top

Records 1- 25 of 44

Page: 1|2

Check All Shown | Uncheck All Shown

Select Status Approval Status Match Trans Posting Merchant City/State
® 4 Date Date

O Pending 02/05 02/09 RTD OPERATION DENVER, CO
O Pending 02/06 02/07 ANC PEOPLE MOVER BUS 4 ~ ANCHORAGE, AK
] Pending 02/05 02/07 INDY GO INDIANAPOLIS, IN
m} Pending 02/06 02/07 THET FORT WORTH, TX
O Pending 02/05 02/06 DART STORE DALLAS, TX
0 Pending 02/05 02/06 DART STORE DALLAS, TX
0 Pending 02/05 02/06 DART STORE DALLAS, TX
0 Pending 02/05 02/06 DART STORE DALLAS, TX
m} Pending 02/05 02/06 DART STORE DALLAS, TX
O Pending 02/05 02/06 DART STORE DALLAS, TX
] Pending 02/05 02/06 DART STORE DALLAS, TX
m} Pending 02/05 02/06 RTD OPERATION DENVER, CO
O Pending 02/05 02/06 RTD OPERATION DENVER, CO
O Pending 02/05 02/06 RTD OPERATION DENVER, CO
0 Pending 02/05 02/06 RTD OPERATION DENVER, CO
0 Pending 01/23 01/25 LAKETRAN TEL4403501000, OH
m} Pending 01/22 01/25 METROCARD EXTENDED SAL 888-345-3882, NY
O Pending 01/22  01/25 METROCARD EXTENDED SAL 888-345-3852, NY
m| Pending 01/22  01/23 CITY OF ALB-TRANSIT ALBUQUERQUE, NM
m} Pending 01/22 01/23 CITY OF ALB-TRANSIT ALBUQUERQUE, NM

@ Disputed ¢ Matched 4 Exception @+ Reallocated @, @ Trans Detail Level

Client Training | Confidertial

| Uncheck All Shown

Amount

$215,424.00

$10,000.00
$20,000.00
$25 500.00
$3,200.00
$77,520.00
$2,350.00
$22,390 00
$22,890.00
$99,940.00
$5,670.00
$46.404.00
$12,555.00
$972.00
$2,000.00
$5,925 00
$21,160.00
$60,000.00
$5,320.00
$4,360 00

CR

CR
CR

& Reallocation Locked | Upload

Detail ‘¢ Purchase ID

71485
71485
71485
71485
71485
71485
71485
71485
71485
71485
71485
71485
71485
71485
71485
71485
71485
71485
71485
71485

(s

Attachment Comments Accounting Code

999999999777 7|7775555(5
9999|999997777|7775555]5
99999999977 77|7775555(5
9999999997 777|7775555(5
9999|999997777|7775555(5
9999999997 777|7775555]5
9999999997 777|7775555(5
99999999977 77|7775555(5
9999999997 777|7775555(5
9999|999997777|7775555|5
99991999997 777|7775555(5
9999199999777 7|7775555(5
9999|999997777|7775555(5
9999999997 777|7775555(5
9999|999997777|7775555]5
9999999997 777|7775555(5
99991999997 777|7775555(5
9999|999997777|7775555]5
9999999997 777|7775555(5
Multiple
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Do not forget additional pages!

-1 Transaction List Return to fop

Records 26 - 27 of 27
Fage: 1|2

Check All Shown | Uncheck All Shown

Select Status Approval Status Match Trans Posting Merchant City/State
© e 4 Date Date
O Pending 02112 0214 CDW GOVERNMENT TEL8474196132, IL
O Pending 02/08 0212 SAL TNKFAA SAN ANTONIO, TX

® Disputed O Matched A Exception @ Reallocated @, @ Trans Detail Level [j Upload

Check All Shown | Uncheck All Shown

Records 26 - 27 of 27
Fage: 1|2

Mass Reallocate Match to Order Pull Back

Client Training | Confidertial

Amount

§37.00
$141.67

Detail ¢ Purch

71543
71543

12



Viewing transaction details

Client Training | Confidertial
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View a transaction

Client Training | Confidertial

Transaction Management
Card Account Summary with Transaction List

Card Account Number: ====*===*5132 PAULINE WILLIAMS PRUITT
Card Account ID: 002551324043

| Create | Manage J2Transist) |

-1 Card Account Summary

Account Number: ®..5132 Outstanding Orders $0.00 o]
Account Name PAULINE WILLIAMS PRUITT Unmatched Transactions: $35,456.55 39
Billing Cycle Close Date: |Open . m

Total Transactions: $13,719.59 g Final Approved Transactions: ~ $0.00 a
Reallocated Transactions: $0.00 0 % Final Approved Transactions: 0.0% 0.0%
% Reallocated Transactions 0.0% 0.0%

® Open Account

1+] Search Criteria Return to fop
-] Transaction List Return to fop

Records 1-30f 8

Check All Shown | Uncheck All Shown

Select Status Approval Status Match) Trans| Posting Merchant City/State Amount
= 4 | Date | Date
O Pending 05/23 | 05/26 GRAYBAR ELECTRIC CLAYTON, MO $388.00
O @ Pending 05/21 F05/22 UNIVERSAL RADIO INC REYNOLDSBURG, OH $32.90
O Pending 05/14 | 05/16 DELL MARKETING L.P 800-727-1100, TX $224 57
] Pending 05/13 F05/15 CTI TRUCK SERVICE INC. OKLAHOMA CITY, OK  $255.36
] Pending 05/13 | 05/15 CTI TRUCK SERVICE INC. OKLAHOMA CITY, OK  $7,463.15
O Pending 05/13 F 05/15 CTI TRUCK SERVICE INC. OKLAHOMA CITY, OK  $2,800.00
O Pending 05/02 F05/14 BEST BUY 00009746 RICHFIELD, MN $162.00
O Pending 05/11 F05/13 DELL MARKETING L.P 800-727-1100, TX $2,393 61

@ Disputed > Matched 4 Exception @+ Reallocated @, @ Trans Detail Level () Upload

Check All Shown | Uncheck All Shown

Records 1-2of &

Mass Reallocate Match to Order Pull Back

Detail ' Purchase IC

55132
55132
55132
55132
55132
55132
55132
55132
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Transaction Management
Transaction Detail

V . d . |
I eW e t al S I Card Account Number: *=**=**5132, PAULINE WILLIAMS PRUITT ]

Card Account ID: 002551224043

[ Coso | Morpae ] Tete] |

Transaction Summary

Status Match Trans Date Posting Date Merchant City, State/Province Amount Detail e F ID & A i
05/23 05/26 GRAYBAR ELECTRIC CLAYTON, MO 388.00 55132 0 9999999
(0 Dispuied () Matshed L Excepton (a% Resllocsied || Uplosd |

Summery | Mstch | Allocsions | User Line tems. | Comments | Approval istory | Client Dt | Custom Fiels ||

The Summary tab Snows nigh-ievel transaction information.

The review status cannot be changed because the review day limit has been reached
To approve and forward the transaction, click "Approve.”
To initiate a dispute, click the "Dispute” button

Transaction Reference Information
Date: 05/23/2018 Billing Cycle: Open
Purchase ID: 55132 Posting Date: 05/26/2018
Total Amount: 388.00 Reference Number: 55457375357279017625069
Memo Post: Yes Authorization Number: 031738
Sales Tax: 0.00 Extract Date(s) ‘
Freight: 46.34 Most Recent Standard
Financial Extract:

Merchant General Ledger Extr; = Di ted Matched E i % Resll ted Upload
Name: GRAYBAR ELECTRIC  Payment Extract: @ =y C:) = n XeEpHan - (A selioeate @ ploa
City, State/Province:  CLAYTON, MO
Transaction Type: MASTERCARD MC Currency

PURCHASE Billing Currency: Summary I/ Match r Allocations r User Line ltems r Comments r Approval History r Client Data I/ Custom Fields
MCC Code: 5065 Source Currency:
MCC Description: WHOLESALE ELEC Source Currency Anf . ) i .

PARTS The Summary tab shows high-level transaction information.

- The review status cannot be changed because the review day limit has been reached.
Dispute Sales Draft Requests T
* none

Dispute information only reflects the last
dispute filed for this transaction. More
information available in Dispute History.

[+ Dispute History

Client Training | Confidertial 15

=< Back to Transaction List



Attach a receipt/document

Client Training | Confidertial
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Attach a document

Transaction Management
Card Account Summary with Transaction List

Card Account Number: **********4680, AMANDA TOMAS
Card Account ID: 172246609071

I-1Card Account Summary

Account Number: @ ..4660 Quitstanding Orders: $0.00 0
Account Name AMANDA TOMAS Unmaiched Transactions $282,960.46 388
Note: Includes unmatched portion of
partially matched transactions.

Billing Cycle Close Date: | 12/16/2016 v W

Total Transactions: 515,469.48 22 Final Approved Transactions: ~ $0.00 0

Reallocated Transactions: $0.00 0 % Final Approved Transactions: 0.0% 0.0%

% Reallocated Transactions: 0.0% 0.0% Cl k th I .

© Open Account IC e paper Cc |p Icon
+] Search Criteria Return to top
HT ion List Return to top

Records 1-22 0f 22

Check All Shown | Uncheck All Shown

Select Status Approval Status Match Trans Posting Merchant City/State Amount Detail © Purchase ID ® Attachment Cg
® ® @ 4 Date Date
[m] Pending 07/28 08/04 CODALE ELECTRIC #5 T75-748-4900, NV $2,038.69 @ & P-CARD n B/
O Pending 07/28 08/04 CODALE ELECTRIC #5 T75-748-4900, NV $810.96 @ & P-CARD 1]
[m] Pending 08/01 08/04 FEDEX 10544077 800-4633339, TN $25.70 @ e 10944077 0 |
O Pending 07/27  08/01 MCMASTER-CARR 630-8349600, IL $13.41 @ & 0227JCOQUILLARD U]
O Pending 07/28 08/01 ALLIED ELECTRONICS INC 800-433-5700, TX $19.06 @ &> NONE 0
O Pending 07/28 08/01 WIRECARE 973-300-9782, NJ $2,505.00 @ & VPEABABCBCEA 0
[m] Pending 07/28 08/01 WIRECARE 973-300-9782, NJ $2,790.00 @ & VQEA8B19B172 il

® Reviewed @ Disputed > Matched A Exception @+ Reallocated @, @ Trans Detail Level [j Upload Attachments

Check Al Shawn | Uncheck ANl Shown

Records 1-10f 1

Reallocate Mass Reallocate Change Review Status Pull Back

Client Training | Confidertial



Click to add a document

=] S b

Cha WA Us  Leave Manage Afiachmants  Log Out

Transaction Management

TraneDsts | PostingDats | Merchant City, stete/Provincs | Amount
001 |:9-c' |;\ma:ulll-!klym:zpum Amzn comBil, WA £247.35

Manage Attachments

Plaase add or dalete attachments. Crly PNG, JPG or PDF files are lowed

Add Attachment

AYou can attach a PNG, JPG, or PDF file to a transaction.
AThe system converts all file types to a PDF after upload.
ANo limit to number of attachments per transaction.

AMax size is 5MB for all files included

Client Training | Confidertial

Click Add Attachment.

Your computer may allow

you to drag and drop

documents here.
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Search and select document

= & [

Cha WA Us  Leave Manage Afiachmants  Log Out

Transaction Management

Trane Dats eling-Rala——Macshank - -
B (i 3 -
! “ | & Choose File to Upload x
— v « CPS-.. » AO_AccessOnline_InfoToShareForDem... v Q|  Search AO_AccessOnline_Info.. 2
Manage Attachments
Plasea add or delats stiachme Organize ~ New folder = ~ in'| o
Name Date modified Type Size
# Quick access
= ABC Company - Managing Account State..  11/29/2017 5:08 PM  Adobe Acrobat D..
m Desktop
%] CH_PA_TransactionManagement_Blue.pdf 11/1/2017 2:220 PM Adobe Acrobat D... 6,4
Camtasia Videos 2
. = Katy Abels - CH Statement - 11_05_2017...  11/29/2017 5:04 PM Adobe Acrobat D...
Training | sampleReceipt-BajaSol-Lunch.pdf 10/31/2017 12:14 .. Adobe Acrobat D...
GSA SmartPay 3 ) USB-SnapOnDrill-ApprovedAllocationRe..  11/1/2017 517 PM Adobe Acrobat D...
GSA 2019 |&] YinThaiKitchen-ReceiptExample.jpg 4/3/2018 9:49 AM  JPG File
RMS-NHC
=~ kahast (\\US.BAM
= This PC Locate the document and
¥ Network .
ApEn
<
File name: | YinThaiKitchen-ReceiptExamplejpg V‘ Custom Filesf#®peg;*jpg;*.pdf? ~
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Attached document preview

Click link to add additional D

attachments.
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